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Before You Start.. P

o
Determine if your transaction will require a fee by using the chart ?
below. For fee transactions, you will be charged $6.12. :

Fee Transactions No-Fee Transactions
¢ Name Change E-mail Address Change
e Address Change (Different County) Address Change (Same County)

¢ Copy of Commission Certificate Termination of commission
Reprint commission with Transaction ID

h:_;

For other transactions, such as updating bond information or your
social security number, please contact the Indiana Secretary of State's
office at (317)232-6532 or notary@sos.in.gov. #

F i '
8 e o
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Before You Start...

If you have  previously printed a copy of your
commission, you need to continue on this tutorial.
You have two options:

1. Check your e-mail inbox for a message containing a
link to a printable version of your certificate.

2. On the Notary Portal (Step 1) click "Login" and enter
your transaction ID and email in order to view a
printable copy of your certificate.
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Contact Us
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Business & Education & Family & Public
Employment Training Health Justice Safety

Secretary of State

Register t:)' :
VOTE ONLINE

Welcome
Learn more about Secretary Connie Lawson - click here

Secretary Lawson has expanded her financial literacy program to benefit all
Hoosiers. Learn more at Indiana MoneyWise

Press

AUGUST 14, 2014 - [SOS] VOTER LIST REFRESH PROJECT
FINDS SIGNIFICANT NUMBER OF VOTERS USING MAILBOX
STORES AS A VOTING RESIDENCE

N Locating the Notary Homepage

. From the homepage of the Secretary of State's website, select "Business Services Division."

Tourism &
Transportation

File UCC
File a Securitie

Forms.IN.gov
MORE ONLINE SERVICES »
SUBSCRIBER CENTER »

(@RLIIZ0EY | Want To...

. Where do | find a Certificate of
Existence or Good Standing?

. How do | become an auto
dealer?

. What do | file with Secretary of
State, Securities Division, to
become a registered broker

o



Locating the Notary Homepage

From the Business Services web page, select "Notary." This will take you to the notary homepage.
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Locating the Notary Homepage :

Once on the Notary web page, select "SOS Online Notary Portal."
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Step| _

Under "Other Actions" select "Get a Copy."

Notary Public Indiana Secretary of State

The Secretary of State's office is no longer sending out
Transaction Authorization letters. If you need to change
information that requires a Transaction Authorization letter
please contact our office directly at 317-232-6576.

)] Other Actions

>

search

Search for notaries

> login

Resume your transaction
with your Transaction ID
and E-mail Address or PIN

Become a Notary Public

> revise
Rewise Your commission

> get a copy

Get a copy of your
commission certificate

> training
Perform notary training

> register

Register to apply via a
service company

> bulk upload

Upload a batch of notary
applicants

Home | S0S Home | Contact | FAQ | Survey



Step 2

Enter either your commission number  First and Last Name if you have
lost your commission number.

Indiana Secreta

Notary Search

NOTARY SEARCH CRITERIA

Commission Number:

Notary Mame Search Type:
First Name:

Last Name:
Street:
City:

ZIP:
County:

Status:

Bond Type: Surety Freehold ® Both

Commissions Issued Between!

and

Commissions Expiring Between:

Submit Cancel Clear Criteria




Step3

Click the number for your commission.

Notary Public

Notary Search Results

Return To Search

Commission # 1 Address
123456
M4 |1l

Return To Search

Home | SO0S5 Home | Contact | FAQ | Survey Copyright © 2010 by the Indi:ana Secretary of State. All right‘s reserved.




Step 4

Select "Get a Copy of my Commission Certificate."

OV Notary Public Indiana Secretary of State

Notary Detail

Name: y LIC Name Change
Commission Status: Address Change {(Different County)
Commission Date:
Expiration Date:

# i 520 Address Change (Same County)
Bonding Agent: surar Change my E-mail Address

County of Residence: Terminate my Commission
- ’ ' Reprint Commission with Transaction ID
Company Name:

Company Address:

Get a Copy of my Commission Certificate

Home | 808 Home | Contact | FAQ | Survey




Step 5

Enter your driver license number (without dashes)
and the last 4 digits of your S.S. number.

k O\/! Notary Public Indiana Secretary of State
Ll

LUNNIE LAVWOUN

User Verification

Indiana Driver's License Number;

Last 4 digits of your Social Security Number: I:I

r.fhp-,rrigl‘ut © 2010 by the Indiana 'égu::ret.;ry of State. All ri'r:_r'}'uts reserved.

Home |'SCIS Home | Contact 1 FaAQ I Burvey




. Step b

Submit your request for a copy of your
commission certificate

Get a Copy of my Commission Certificate LHE DY

Commission Name:
Commission Number:
Expiration Date:

Home | SOS Home | Contact [ FAQ '[ Survey Copyright © 20 1D'by the Indiana Secretary of State. Al rights reserved.




Step |/

Select your preferred method of payment and complete the process. You will be charged $6.12
for this transaction.

You can print it from the payment
conformation page. If you have a problem with the payment process or need a receipt, you can
contact IN.gov customer assistance at 317-233-2010 or customerserviceewww.IN.gov.

. OV Notary Public

Payment Method

Please select a payment method.

Home | 808 Home | Contact | FAQ | Survey Copyright © 2010 by the Indiana Secretary of State, all rights reserved,



Step 8

Your transaction is complete. Click "Your Commission" to open and
print your new commission in Adobe. You will also be sent an e-mail
with your commission attached.

Transaction Completed
Congratulations! Your transaction has been completed.

YOLIF COMmMmIss

You must have Adobe Reader installed on your computer to open this file.

IL Get ¥
P ouEs READER

Return to Notary Home Page

-Hnme | SOS H-ame | c.on.tact. | FA;Q | S-umey r:rjp\_,rr'igl'ut. @ Qﬁlﬂ. by Ithe Ir‘udiana Se:re'.c.ar-g,-' of E:t..ate. ﬁ:.ll rights reserved.




Contacting the Indiana Secretary of State's Office

Phone: 317-232-6532

Email: notary@sos.in.gov

Mailing Address: Business Services Division
302 W. Washington Street
Room EQO18

Indianapolis, IN 46204
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